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EMPLOYEE SERVICE FOLDERS AND RECORD CARDS 


at type of information should be kept about each municipal employee for use in 
day-to-day administration? 


One of the most important personnel records is a roster or service record card 

for each employee because it summarizes the personnel actions from the date of en- 
try to date of separation. All officers and employees should be included, regard- 

| less ef department, civil service status, method of selection, or pay period. A 

| service record card should be carefully designed and the procedures for its in- 

j stallation, maintenance, and use accurately drawn. It should show information 

| which the administrator should have readily available. But not all of the in- 

| formation about an individual employee can be put on a service record card. Of- 

| ficial papers such as application forms, examination papers, personnel action 

| forms, classification questionnaires, and ccrrespondence can be kept in a ser- 

| vice folder for each employee. 


Employee's Service Folder 
The employee's service folder holds the original forms or records which supply 
data to be posted on the service record card. For example, the service folder 
| contains the employee's service rating sheets while the record card shows only 
the rating and date. Likewise, with regara to any change in status, the service 
folder contains reports giving detailed incicents about the change, while the ser- 
vice card shows only summary data. Thus the service folder might contain infor- 
mation on the type of separation (layoff, dismissal, suspension, resignation, re- 
tirement, or death) and the reason. These service folders for individual employ- 
ees can be filed in straight alphabetical order, anc when an employee leaves the 
service the folder can be transferred to 4 dead file. 


Employee's Service Record Cara 


Service cards are used primarily for reference purposes; they serve as 4 guide 
to essential facts contained in the service folder and elsewhere. These records 
also are useful to the administrator because they show for each employee a com- 
plete record of changes in status, length of service, pay, attendance, one go on. 
Service records provide data useful in publicity and public relations. They are 

-also useful in determining the order of layoff and reemployment because of the 
record of past performance 4s shown by service rating, length of service, nature 
of work, etc, The use of visible equipment for these recores makes readily we 
vailable a comprehensive picture of the number and titles of positions and 
rates of pay in each organization unit; this is especially useful at the time of 


preparing the annual budget. 


Types of Information. The employee's service record card usually shows infor - 
mation of reference value about each employee. in geciding what information to 
show on the card some items to consider are: 

1. Name, date of birth, sex, address, and. telephone number. ees a 

2. Title of position held, name of department and civision, full or part 

time position, date of original appointment. 
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"resignation, dismissa: 

. Character ot geen non 
8. -Nuber of days annual leave 
«9. Other kinds of work ‘that 6 


: ae cities may not want to chotatte tne info. 
= apply or may better be filed in the service 
~. to provide space “for code reference to in-service 
shown on @ separate record in the service folder ox 2 
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Rey Sheet ines 

“Perhaps most of the information needed for service cards car 
payroll records and from applications, piniecn dertg oo 
department heads or by the personnel office. ra tee 
sary to ask employees to fill out a special queetionnaize. 


* . 
xi * *, a se ‘ 


whee 


Type of Equipment. eens nen es cubes Gesu lly are crceres 
in size. The cards are easiest to use when filed by the "visible" ; a 
er than by the index card type commonly associated with a library cata i 
ble filing equipment is generally of three types: (1) separate | . 
the Acme or Globe-Wernicke equipment; (2) pocket equipment, such as the k 
system of Remington-Rand; and (3) miltiple-post, loose-leaf-equipment. “The 
and design of the records may depend to some extent on the type of equipme ey 
For this reason Bene eek should be obtsined at the time the omigbes are “pre 


record card. : ss = 


Whether the record is to be of paper weight, foldover style for filing 4 
visible file pockets, or of caraé weight, single and fastened at the top, is” 
partly a matter of personal preference and partly a question of the amount of 
information to be entered on the card. The pocket-type form has the advantage ~ 
of containing more space, and some officials believe it is cheaper to maintain a 
and easier to handle in entering supplementary data. The separate pocket-type 
equipment also makes it possible to maintain a complete record of persons who 
have previously held the position, together with the date each was appointed, . 
date separated, and reason. These position-record forms, however, often are 
kept in a separate file by organization unit. 


Among the many cities which have installed visible-type service record cards 
are Dearborn and Saginaw (Michigan), San Diego, Minneapolis, Atlanta, Louisville 


*, 


24 
and St. Louis. In New York State the mmicipal service bureau of the state de- 4 
partment of civil service has prepared two suggested service cards, both of the aS 
visible type, one for a postbinder and the other the pocket type. 2 


baa ¥ 


The service record card used in Saginaw, Michigan, reproduced as a supple- 
ment to this report, is typical of the best systems in use. Colored tabs are *. 
attached to the bottom of the card (see front side of card) to show probation = 
and pay data. When an employee starts work a red tab shows the month and green _ 
tab the day when his six-month probation period will end. A yellow tab shows 
the month in which his first two months on the Job will expire, at which time ——S 
a rating sheet is sent to the department for a rating and the tab set ahead a- 


nother two months for the next rating. In the case of patrolmen and firemen 
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at the end of one and two years, colored tabs 
hh raises go into effect. — : 

z r 8 brought forward show accumulated sick and 
the beginning of 1945 had 50 days accumulated sick 
leave. (In Saginaw sick leave is accumulated up to 
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10 days per year and annual leave is on a calendar year 
next year after it is earned). The postings under X 
worked in each half-month pay period and postings under 
of days absent for different reasons. 


s @ personnel advisory board in Saginaw reports that the 
Ss ieeniphact ee service” and "date married" on reverse side are 
aie e signature of the employee is the official signature and in 
‘the only signature, and when necessary, payroll receipts and other 
f Teche penny against this signature. Every change in the employee's 
is posted on the bottom part of the reverse side; the last colum shows 

d the change. 


unique vertical card record used in Jefferson County (Birmingham), Ala- 
, is a "speed-sort" filing system. Slits and holes punched in the edge 
cards make it possible to remove cards from the file for various pur- 
0 rely by punching a needle or wire through the holes in all the cards 
a vertical file. The cards can be pulled quickly for any purpose, such 
type of position, educational qualifications, results on examinations, 
ervice ratings, position classification, etc. The card itself shows the 

name, address, telephone number, date of birth, examination data, and space 


_ Maintenance of Service Records, Record cards which are prepared for a visi- 
le-type system probably should carry the name of the employee at the top as 

well as at the bottom of the card, so that it can be taken out of the visible 

file and put in a vertical card file for employees separate from the service or 

when a card is filled up. The lest name should be typed first in capital letters, 

' followed by the first name and middle initial or name. The visible portion at 

_ the bottom of the card generally shows the name and title of the employeco, and 

- current rate of pay. Synibols can be used to indicate weekly, daily, or hourly 

rate, to distinguish from the normal semi-monthly or monthly rate. 


pe Changes in status of the employee are typed on the card, such as changes in 
_ title, changes in rate of pay, promotions, transfers from one position or one 
_organization unit to another, layoff, suspension, extended leaves, dismissals, 
and retirements. In connection with each action sufficient information should 
be given to make it possible to locate the original record contained in the 

service folder or elsewhere. If ths employee receives full or partial main- 
tenance, this fact can be shown by symbols after the pay rate. Method of ap- 
“pointment, separation, and other personnel actions are most easily shown by 

means of symbols such as "lO" for layoff, "TR" for transfer, and "DM" for de- 
motion. Sometimes a full code of such symbols is printed on the card itself, 
but this is not necessary and may de handled more effectively by means of code 
copies in the hands of those using the service cards. 


Tt seems desirable to devote considerable space to an attendance record, 
including annual leave, sick leave with pay, all types of leave without pay, 
and suspensions for disciplinary purposes. These data can be secured from 
reports filed by department heads for each payroll period (see Saginaw form). 
It may be desirable also to provide space for days or hours of overtime. 
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Leave of absence record may be entered in two ways, on space privided for 
that purpose on the service card, or on an extra sheet which can be folded = 
over the regular card. The latter method has three advantages, eres (1) it 
can be designed to cover a longer period than would be possible on a portion _ 
of the service card; (2) even when the space is all used up it will not neces- 
sitate the re-entry of permanent data on a new card; and (3) by placing the 
leave of absence record on top of the service card during a leave extending © 
beyond a single pay period, one can tell at a glance who is away from duty at 
any particular time. . : 


The Saginaw form provides space for recording service ratings for five years. 
Even though a city may not be using service ratings, space might well be left 
for such information on the assumption that such ratings would be started with- 
in the period covered by the card. 

Checking Payrolls. Some cities provide space on service cards for checking ~ 
the correctness of payrolls. This should not be necessary in cities where pay- 
rolls are handled by a central office and where a machine tabulating system is 
used. In such cities the payroll office makes changes only upon specific au- 
thorization from the personnel agency. It may be desirable, however, to check 
payrolls with the service cards occasionally. The payroll office also may 
make occasional spot checks of departmental payrolls and attendance records. 
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In some small cities where the personnel service record cards are kept in 
the city manager's office, two personnel cards are prepared, one for the man- 
ager's office and one for the finance office. The finance officer makes vouch- 
ers for salaries and wages indicated on certified copies of the service card 
supplied by the city manager except in cases where employees are paid over- 
time or when the excess amounts are approved in writing by the city manager. 


Filing. Cities that have more than 100 employees may find it desirable to 
file the cards by major departments or divisions, arranging the individual 
cards alphabetically by name of employee within these divisions. If this is 
done, it is advisable to keep an alphabetical file of employees’ names and 
their places of employment to facilitate the location of the record of any 
employee. This file would serve as a cross index to the service card. If 
the Kardex system is used, a series of chaindex or similar cards could be 
used for this alphabetic record. When an employee leaves the service his 
service card is transferred to a dead file where the cards are arranged in 
a vertical file in straight alphabetical order according to name of employee 
without reference to organization unit. 


A final consideration is the assignment of someone to install and maintain 
the record cards. If there is centralized personnel administration, the re- 
Sponsibility should rest there. If personnel administration is primarily the 
responsibility of the manager, either directly or through an assistant, the 
records should be maintained in the office of the manager by an assistant or 
secretary. Wherever the service cards are kept, information on them should 
be available to the manager. 


NOTE: Cities subscribing to MIS may secure on request a copy of a typical 
questionnaire for use in securing data from individual employees as a basis 
for preparing service record cards. 
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; : ‘ — = EMPLOYEE'S SERVICE RECORD CARD | 

_ATTENDANCE CODE: ; 
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ABSENT WITHOUT PAY—(o0) SUSPENSIONS —(u) sick—(s) vacaTion—(v) 
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Employees Service Record Card 
a Saginew, Michigan (5x8 inches) / 


DATE OF 
ENTRY TO 


DATE OF BIRTH | s coor BSE service 10/5 


PLACE OF BIRTH Sa inew, Hichi-en. NATURALIZED: DATE NUMBER 


DATE MARRIED U_S. MILITARY SERVICE: NAVY MARINES 
EDUCATION (YRS.) GR.S.  §& H.S. COL. NAME DEGREE 


courseorstupy lec, Yngineerins - Amer. School COURSES SINCE GRADUATION 


of Corr. - 15 mos. 
SIGNATURE 


18470 > > 
EXAMINATIONS RATING DATE | EXAMINATIONS RATING DATE 


Elec, Inspector 5419/27/37 | 
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In the first linw, M indicates married, S single, W widower, D divorced, SP separated, 


| 
| Reverse Side of “agbnaw Service Record Card 
and Rel. M.S. relatives in municipal service. 


